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Introduction
Getting Started with Fund Accounting
*** The following document was wri en by Icon Systems, an accoun ng so ware company, on how to start the
IconCMO accoun ng module. It is the church’s responsibility along with their CPA to interpret these instruc ons on
the use of the so ware to get the desired results for the church’s accoun ng books and ensure proper account set
up. Proper account set up will impact the type of informa on available, accuracy, tax repor ng requirements, and
the ease of use within the so ware.***

Summarized Instructions and Free E-book
The following is a summarized version of how beginning balances are entered into the system. These steps were
added for convenience and in no way replace the detailed instruc ons in this manual, which every church and their
ﬁnancial advisers should review before entering numbers into the system.
1. Select a month to enter beginning balances. The beginning balance month should be the month prior to when you
will begin using the accoun ng system. If you are going to begin entering transac ons in January, your beginning
balance month should be December.
2. The beginning balance amounts should match that of the bank statement dated 12/31. In other words, you are
entering what the bank says you have on 12/31. The church decides which funds hold the money but the bank
tells you the total amount of money you have. In other words, what's at the bank is indisputable as far as a total
balance and must be the amount the church uses, regardless of what any other so ware (ie Excel, Quickbooks,
etc) says.
3. Next, any transac ons that have not cleared the bank should be entered with a date a er the beginning balance
date that’s entered into IconCMO so the uncleared checks do not aﬀect the beginning balance. The beginning
balances must match the bank statement. This allows you to enter anything the bank does not know about – i.e.
uncleared checks and deposits. More on this in the ‘Setup the Organiza on’s Informa on’ sec on.
4. Before entering transac ons for January, you need to move your system to the correct ﬁscal year under
Organiza on: Preferences: Personal.
5. When you get your ﬁrst bank statement, go to Banking: Reconcile Checkbook and Set the 'Beginning Balance' to
zero.
6. Set the 'Deposits and Other Credits' box equal to the deposits on the 1/31 bank statement plus the beginning
balance amount for December. ('Deposits and Other Credits' = bank statement’s deposits + statement’s beginning
balance).
7. Enter the rest of the informa on as it appears on the bank statement like checks and other debits, being very
careful not to count things twice. For example, fees may be included in the debits, however you already put them
into the service charge ﬁeld. The ending balance ﬁeld on the top line should match the ending balance on your
January bank statement. This is absolutely essen al. Once the informa on is entered correctly, click 'Save', and
then click the ‘Reconcile’ bu on.
8. When you click the 'Reconcile' bu on you come to a screen to check oﬀ all the transac ons that are on the bank
statement. All transac ons that have the 'BBal' journal type in this window should be checked oﬀ in your ﬁrst
statement. If the reconciled balance remaining is not zero, you are missing either a transac on or the balances
entered in the Beginning Balance window are incorrect. Because accoun ng is perpetual, entering the ﬁrst
statement correctly is cri cal to ge ng future statements correct. In other words, don’t try to do March’s
statement before January's statement is ﬁnished and correct.
We highly recommend reading the free e-book on fund accoun ng to understand the fund accoun ng concepts.
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Setup the Organization's Information
●
●

●
●

●

Go to Organiza on -> Setup -> Informa on.
Select the 'First Month in Fiscal Year' from the dropdown. This is the ﬁrst month of your ﬁscal year. For
example, if you are on a calendar year it would be January. If your ﬁscal year goes from July to June then
it would be July.
Enter the 'Beginning Balance Date'.
If the ﬁscal year is Jan. to Dec. and you are beginning the system on Jan. 1st, 2022, then the date should
be set to Dec. 30th, 2021. We want to leave one day in the previous year (Dec. 31st) to input uncleared
transac ons before the new year 2022 starts so that we can have expenses and revenue accounted for in
the correct ﬁscal year’s budget.
o If the ﬁscal year is July to June and you are beginning the system July 1st, 2022, then the date
should be set to June 29th, 2022. We want to leave one day in the previous ﬁscal year (June
30th) to input uncleared transac ons before the new year 2022 starts. In this scenario the
ﬁscal year 2022 actually starts on July 1st, 2022 and ends on June 30th 2022.
o Another scenario is star ng the system somewhere mid year. For e.g., let's say your ﬁscal
year is Jan. through Dec., but you're going to begin using this system as of April 1st. In this
case your beginning balance date would be March 30th, 2022. Again, we want to leave one
day in the previous month (March 31st) to input uncleared transac ons before the new
month starts on April 1st, 2022. Note: Keep in mind with this scenario the church would not
have any detailed account ac vity from Jan to March.
Next, select the 'Reversing Journal Type' (Reverse Journal, Zero Journal or Delete Journal).

Reverse Journal: This op on leaves the original journal alone and creates a new one,
nega ng the entries of the original journal.
○ Zero Journal: This op on zeros the amount ﬁelds of the original journal and adds a
nota on that the journal was reversed, who reversed it, and the date it was reversed.
○ Delete Journal (not recommended): This op on physically removes the original journal
from the system and enters a nota on in the transac on log ﬁle. There will be no other
audit trail when this op on is used with the excep on that a journal number will be
missing, giving the assump on that it was deleted. This is best used when ﬁrst se ng up
the system where the user may make mistakes and would like them removed, as to not
clu er up the accoun ng books. However, you should choose one of the other two
op ons a er set up.
Click 'Save'. This screen is also where you input the church's name, address, and other informa on that is
used throughout the system. Please ﬁll out this informa on before clicking 'Save'.
○

●

Personal Preferences
●
●
●

Go to Organiza on -> Preferences -> Personal.
Set the 'Fiscal Year to work with' to the ﬁscal year that you will be entering in the beginning balances for
at this me.
Make sure 'View Accoun ng' is set to 'YES', then click the save bu on on the bo om le of the screen
when any of these are changed.
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●

Note: When se ng up the beginning balances, this should be set for the year you are entering the
balances in. Review the two examples below and adjust the years accordingly for your situa on.
o Fiscal year that is the same as the calendar year (Jan to Dec) – your ﬁscal year should be set
to the year prior that you want to start the system. If you are star ng on Jan. 1st, 2022, then
the 'Fiscal year to work with' se ng should be 2021 while you enter in the beginning balance
and uncleared items. You would change this to 2022, however, before entering any Jan. 2022
transac ons.
o Fiscal year that is not the calendar year such as July to June – typically a non-calendar ﬁscal
year, will start in the year of the following calendar year (IE July 2022 will be the start of your
2023 ﬁscal year.) If you were planning to start the system in July 2022, then you would set
this ﬁscal year to 2022 to enter the beginning balances and uncleared transac ons in the
prior month, June, which is part of the 2022 ﬁscal year. When you are ready to enter in data
for the 2023 ﬁscal year star ng on July 1st, then change this se ng to 2023.

Accounting Funds
●
●

●

Go to General Ledger -> Funds -> Fund Maintenance
There are two diﬀerent types of Funds that can be created in IconCMO. Understanding the diﬀerences is
essen al to se ng up the chart of accounts, funds for dona ons and funds for accoun ng. It also helps
to know which side of the system correc ons are made, as both sides work independently of each other
within one system.
o Dona on Funds
▪ Dona on Funds (D-Funds) are funds that people donate to. Dona on Statements
are printed from informa on that is posted to D-Funds and correc ons to those
statements must be made on the dona on side of the system.
▪ Dona on Funds are entered through the Dona ons module in the Dona ons ->
Funds & Dona ons window.
▪ Some diﬀerences are: D-Funds start at zero each year, money is not rolled over
to the new year, they have pledges, and their balance does not go up and down.
o Accoun ng Funds
▪ Accoun ng Funds (A-Funds) are funds that are deﬁned by the ﬁnancial group in
the church for the purpose of managing the ﬁnances of the church. When a
church's ﬁnancial statement is incorrect, the user will correct the transac on on
the accoun ng side of the system.
▪ For example, in addi on to the 'General Fund' (which is a required fund) the
board might have a Building and a Chari es Fund.
▪ Some diﬀerences are: A-Funds do not zero each year, their balances roll forward,
budgets are input for them, and fund balances go up and down depending on
revenue and expenses.
The ‘Fund Maintenance’ screen is used to create accoun ng funds (A-Funds) and the ‘Beginning
Balances’ screen is used to enter beginning balances for the A-Funds.
o Two diﬀerent types of funds:
▪ Unrestricted
▪ Restricted
o A separate 'Statement of Ac vi es' (some mes referred to as a Proﬁt and Loss
statement) and a 'Statement of Financial Posi on' (some mes referred to as a
Balance Sheet) can be run for each fund deﬁned as well as for all accoun ng funds
combined.
o Important: A er the ﬁrst bank reconcilia on, beginning balances can’t be entered
using the ‘Beginning Balances’ screen. If the fund has a balance, the church needs to
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make an appropriate journal entry or fund transfer into the new fund. Otherwise the
church can start the fund balance at zero.
●

Add a new fund:
o
o
o
o

○
○

○
○

Choose ‘Add a New Fund’ from the Fund List drop-down.
Enter the Fund Name.
Select the ‘Status’ and fund ‘Type’.
Click the ‘Add’ bu on.

Fund names can be modiﬁed any me.
A fund cannot be deleted once dollars have been posted to it, however, its status can be
set to 'Inac ve’. Once the status is set to Inac ve the fund will no longer appear in any
drop-down menus. The fund will appear in ﬁnancial reports, provided ac vity had
occurred during the date range speciﬁed.
If you need to merge funds, you can do this with the ‘Close Fund’ op on under the GL
menu. Closing a fund will prompt you to choose which fund to move the history into.
Below is a conceptual illustra on of how funds work with the Chart of Accounts (COA),
under the authority of the organiza on. The funds oversee the COA, not the other way
around. For example, the checkbook is not assigned to just one fund. It's the funds that
keep track of how much money each has within the checkbook. IconCMO runs reports at
the fund level. All funds share the same COA, therefore it is quite possible to have one
revenue account tracking the revenue for the Building, General, and Youth Funds. The
church would s ll know exactly how much revenue came into one revenue account as
reports are created based on each fund. Think of funds as an addi onal layer of
repor ng.

Fund Accounting Setup Guide © 2022 Icon Systems, Inc.

Page 8
Chart of Accounts (COA)
●
●

Go to General-Ledger -> GL -> Chart of Accounts.
Use this window to view the chart of accounts, rename an account, delete unused accounts, inac vate
accounts, move an account or create new accounts.
○ The ﬁrst me this window is opened, you will no ce the existence of some accounts
even though you may not have entered any. These are the minimum list of accounts
which are required by the system and cannot be modiﬁed.
○ You will also be given an op on to install a default chart of accounts. Accounts that are
not required can be renamed or removed. This is indicated to the right of each account
in the 'Required' column. If there is an 'N', that means it can be modiﬁed. If it's a 'Y', it's a
required account and cannot be modiﬁed, however sub-accounts can be created.
○ All accounts except Net Assets (Funds) are entered using this window. Funds and their
beginning balances are entered into the system using the Funds Setup screen discussed
earlier located under 'General Ledger -> Funds -> Fund Maintenance'.
○ Funds are Net Asset accounts and can't be directly aﬀected with journal entries. Net
Assets (Funds) decrease or increase based on transac ons like wri ng a check for an
expense item or entering in revenue. In this process, you assign the transac on a fund
that is aﬀected, therefore making its balance go up or down. Funds aren't to be confused
with the accounts for the debit and credit disbursements.
○ IconCMO has a single chart of accounts deﬁned, and every fund has access to every
account. For this reason we strongly recommend that account names be kept generic.
For e.g. ‘Oﬃce Supplies – General’ and ‘Oﬃce Supplies – Youth’ should be replaced with
one account: ‘Oﬃce Supplies’.
○ IconCMO allows accounts to be deﬁned up to three levels deep as shown below with the
account 'Pastor Car' as a sub account of 'Vehicle Insurance' which is a sub account of
'Insurance'. Accounts always show up in an alpha-numeric sequence within their level.
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●

Each account belongs to an Account Type. The system breaks down the accounts according to the
acceptable accoun ng standard of Assets, Liabili es, Revenues, Cost of Sales, Expenditures, Other
Revenues, Other Expenditures and Other Financial Sources / Uses.

●

Adding a New Account:
o Press 'Add New Account'.
o Select the Account Type (Assets, Liabili es, Revenue, and Expenditures etc.).
o The sub-account drop-down contains informa on based on what selec ons were made from
the ﬁrst three drop-down lists. Leave this ﬁeld set to 'Not a sub-account' if the account being
added is a major account. If the account is to be a sub-account of another account, then
select its major account from the drop-down list.
o Press the 'Save' bu on to add the account to the system. Pressing the 'Close' bu on returns
you to the main COA window.

●

Note on Checkbook types (important): If you need to write checks from an account or reconcile it; although
it may be a savings, money market, or other type of asset account at the bank, you will want to enter these
as a checkbook type in IconCMO. Type Detail: Checking is the only account that can be used for wri ng
checks and the only account that can be reconciled. If an account was set up with the wrong type detail
(savings, for example) and later you realize you need to write checks, you will not have this ability and you
can't transfer the informa on from one account to another.

Entering Vendors
●
●

●
●

●

Go to AP -> Enter & Pay Invoices screen and click on the ‘Add/Edit Vendor’ bu on to enter your vendors.
Once vendors are entered, they can be used in Accounts Payable (AP), Credit Cards and Check Wri ng. These
modules share the same vendor list and consolidate the vendor ac vity on one screen(AP -> Vendor Ac vity,)
no ma er where the transac on happened.
To enter a vendor, ﬁll in their name, address, and other informa on and click save. This informa on can be
modiﬁed at any me. ‘Vendor Name’ is the only required ﬁeld.
Note (Important): Churches may have to track 1099 informa on for vendors. Please refer to your CPA on the
guidelines for this. If 1099s are needed, please ensure the 'Track 1099' op on is set to 'Yes' and click the
'Save' bu on.
The user can choose a 'Default Fund’ and 'Default Expense' for the vendor, speeding up the input when
wri ng checks. If these op ons are not selected in the setup screen, they will be assigned with the ﬁrst
transac on a ributed to this vendor.
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Entering Uncleared Transactions
Entering AP or Checks

●

Go to AP -> Enter & Pay Invoices.
o Only use AP if your organiza on uses Accrual based accoun ng. Otherwise put uncleared items
in the checkbook, which has a similar process to AP, but is found at the Banking -> Checkbooks ->
Enter Transac ons screen . If you are unsure which method to use (Accrual or Cash Basis), you
should review the church's bylaws. Keep in mind Accrual based accoun ng is much more
diﬃcult.
o In either case, you should be using a date of 12/31 if your ﬁscal year is Jan – Dec, or June 30th if
you have a July to June ﬁscal year. Remember we are reserving the last day of the month prior to
the start date to enter uncleared items.
o Enter invoices that have an outstanding balance as of the end of the beginning balance date.

Entering Credit Card Payables

●

Go to Banking -> Enter Transac ons. Click ‘Enter Charge’ on the line speciﬁc to the Credit Card you want to
input a charge for. Select a vendor and enter a memo if needed. Designate whether the transac on is a
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●

●
●

charge or credit in the drop-down menu. Update Ref # if needed, date, and enter a dollar amount. Click ‘Post
Transac on’ when ﬁnished.
Enter in any credit card charges or credits that have not been paid and need to roll forward to the next year.
These should have a date of Dec 31st when the church is star ng the system on Jan 1st. Please adjust the
date to your unique situa on.
Use this form to enter credit card charges or credit memos made to a store or vendor.
A credit card charge increases the Credit Card Payable (Credit Card) selected while a credit memo reduces
the Credit Card Payable account selected.

Entering Items and Customers
●

●

●

Before entering invoices in Accounts Receivable (AR), the church must set up the Items List and the
Customers List. These lists are both setup under AR-> Invoices and Payments. Items are things such as
room rentals, books, or supplies. Customers are the people that purchase items or services from the
church.
To add or edit Items click on ‘Add/Edit Items’ at the top of the window. Prices, descrip ons, and other
aspects of the item can be modiﬁed at the me the invoice is created. You can also edit items by clicking
on the pencil/paper icon to the le of the Item name on the Invoices & Payments window.
Click ‘Add New Item’, give the item a code, descrip on, price, and choose a revenue account the payment
will be credited to.
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●

Entering customers is similar to entering vendors in AP. The ‘Customer Name’ ﬁeld is the only required
ﬁeld to save the customer record, but use the record to the extent you would like. There is a notes area
where you can keep a log of communica on. Addi onally, applicable taxes and terms can be set up that
will be applied to the customer.

Entering AR Invoices
●
●
●
●

Go to AR -> Invoices & Payments
This sec on would be used to enter receivable invoices.
Enter Items sold and Customers on this window if not already done using the direc ons in the previous
sec on. Only those items that were sold and have not yet been paid for need to be entered at this me.
Record unpaid invoices that need to come forward into the new year using the Dec 31st date if you are
star ng the system on Jan 1st. Please adjust to your unique situa on if star ng on a diﬀerent day.
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Entering Beginning Balances
●
●
●
●
●

Go to General Ledger -> Funds -> Beginning Balances
Whatever accoun ng system you're coming from, there will probably be some balances that exist for
each fund (Net Asset) that has some ac vity and you will want to enter those balances into the system.
Usually, one will pick the end of an accoun ng period such as a month, quarter or year to determine
what those balances will be.
Because this is a fund accoun ng system, each fund will have a beginning balance- assuming its balance
is not zero- as of the ending period you choose.
Remember: No ma er what system you are coming from, the bank’s balance as of the day you are using
is indisputable and should be used over any other system.

1. Bank Accounts: Click on Bank Accounts on the left.
2. Select a Bank Account: Click on the dropdown and select a bank account.
3. Edit Icon: Click on the icon to enter dollar values.
●

Balance on the Bank Statement: This opens another window where you will enter the balance from
your bank statement.

●

Unreconciled Deposits: Enter deposits that did not clear on the bank statement.

Fund Accounting Setup Guide © 2022 Icon Systems, Inc.

Page 14

●

Unreconciled Checks: Enter any uncleared checks

4. Amount Left to Distribute: Distribute the checkbook balance to the individual funds. The Amount Left to
Distribute should be zero when you are finished making your distributions.
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●

Once you are finished entering all of the information for the bank accounts, move on to Accounts
Receivable, Fixed Assets, Other Assets, Accounts Payable, Credit Cards, Liabilities and Notes
Payable in the left menu until you have all of your information entered.

5. Posting Beginning Balances:
●
●
●
●
●
●
●

Once you are finished entering all beginning balances, click ‘Post or Clear’.
This will launch a new window with two options, ‘Post Beginning Balances’ and ‘Clear’.
By posting the beginning balances, the information entered will be posted to the accounting system.
If accounts do not balance (the Amount left to Distribute is not zero) you will receive an error. Once you
have fixed the error, try posting again.
If you have forgotten to add something, you can go back, add it and post again. This will not duplicate
the prior posting. It will only post what was added.
Beginning Balances cannot be modified once transactions have been reconciled.
The second option is to Clear. This will clear ALL BEGINNING BALANCES entered. Only use this
button if you wish to start over again.
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First Bank Statement Reconciliation
●

Reconciling the ﬁrst bank statement.

o
o

o

o

●

When you get your ﬁrst bank statement, go to Banking: Reconcile Checkbook. Set the
'Beginning Balance' to zero (seen above next to the statement date ﬁeld).
Set the 'Deposits and Other Credits' box equal to the deposits on the bank statement plus
the beginning balance on the bank statement (see the white box in the red square).
('Deposits and Other Credits' = statement’s deposits + statement's begin balance).
Enter the rest of the informa on as it appears on the bank statement like checks and other
debits, being very careful not to count things twice. For example, fees may be included in the
debits, however you already put them into the service charge ﬁeld. The ending balance ﬁeld
on the top line should match the ending balance on your bank statement. This is absolutely
essen al. Then click the 'Save' bu on, which moves the statement to the bo om por on of
the window and can be selected for reconcilia on.
When you click the 'Reconcile' bu on, the next screen is where you check oﬀ all the
transac ons that match your bank statement. Addi onally, all transac ons that have the
'BBal' journal type in this window should be checked oﬀ in your ﬁrst statement. If the
reconcile balance remaining is not zero, you are missing either a deposit, or debit in the
transac ons, or the balances entered in the Fund Maintenance window are incorrect.

NOTE: It is cri cal to have the ﬁrst statement correct. This will aﬀect all future statements.
An example using the numbers in the screen image above
○ The checkbook has a $1,100 beginning balance that was inpu ed in the Fund
Maintenance window as of 12/30/2021- This should have come from the ending balance
bank statement on Dec. 31st, 2021.
○ The Jan. 2022 bank statement shows two deposits, $200.00 and $150.00, along with two
checks, for $300 and $80.
○ The user entered $380 for the checks as seen in the red square. They also entered
$1,450 ( $1,100 from the bank statement and $350 for deposits) for deposits and other
credits. The ending balance on the bank statement is $1,070 and matches the bank's
ending balance from the physical statement.
○ All that’s le is to mark oﬀ each transac on in the reconcile window un l the ‘Reconcile
Balance Remaining’ is zero.
You’re all set!

Disclaimer: Icon Systems Inc. does not provide professional advice. Icon Systems Inc. is not in the business of
providing legal, ﬁnancial, accoun ng, tax, health care, real estate or other professional services or advice. Consult the
services of a competent professional when you need this type of assistance.
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